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ABSTRACT 

This handbook is a set of guidelines to assist 
authors in preparing publications to meet two sets of criteria: 
requirements of 'federal and state government sponsors and 
requirements of information retrieval systems* The guidelines include 
both a set of written instructions and a ^p^iy^ical model, and are 
sufficiently flexible to apply to research reports, curriculum 
materials, . bibliographies, handbooks, guides, and otter types of 
publications. Divided into four sections, the handbook covers (1) 
elements of a publication, describing mandatory and optional 
publication parts (such as front matter, funding information, 
abstract, table of fi^ontents, lists of illustrations and tables, 
foreword, preface and acknowledgements, appendix, glossary, 
abbreviations, bibliogr^iphy , index, and cover) and listing the order 
in which they should , appear ; (2) content requirements, discussing 
substance and organization in general", and giving a, checklist for the 
^evgj^ment of curriculum materials; (3) physical characteristics^ 
dealing with layout and reproducibility standards for ink, type size^ 
paper weig'fit, photographs and illustrations, and printing; and (t») 
copyright considerations, delineating the purpose and procedure of 
copyrighting as well as changes In the 1978 copyright ^aWu (ELG) 
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ABSTRACT 



This handbook is a set of guidelines to aid authors in developing publications that will 
meet both the criteria of federal and state government sponsors and criteria for inclusion in 
information retrieval systems. It is a written set of instructions and a model. Jhe guidelines 
are.sufficiently flexible to apply to research reports, curriculum materials/bibliographies, 
handbooks, guides, and other types of publications. The handbook includes step-by-step 
instructions on format, important considerations for the physical appearance of the publica- 
tion, and a brief discussion of corjtent requirements. A,short section on copyright considera 
tions is also included. ' 
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wasjnclLidecl tcf provide-4h<user with an example. The choice of 10 frgures included was 
arbitrary. 
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'Although no tables have been included in the text, this "placeholder" pa^e^yv^s included to 
provide the us^r with an example. The choice of 10 tables included was arbitrary . 
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F'rrf)<ir HK) <if>(| (liss<?rnifi;it MM)()r ts. cuf f iciHuni rTi,it(MMls «jn(l ()th<?r ()iit)li(:«if ions is 
ii iTitijor t<isk iur r«?s<Mr(:fiors, ciiffumlum spoc.idhsts, tcMcfuTS «uui ti(trTiinistr,Hurs. T hr 
N«iti()n<H C(?nt(?r for ResiMrch in Vociitiofuil E fiu(:«ition (Mulo.jVors to dssist in this ttisk 

With this niission in nnrui, tt)e stuff of lh<? AIM/ARM Proj<M:t, uruJor contriict witfi 
tfi(? U S. Offict^ of F(iiJ(Mtion, Bureau of Occupational arui Adult Eeiucation, ()rf?f)ar<?ci 
those pLii)licat ion (juuielines to fielp autfiors fne(?t t)otfi criterid^of fefJeral ,\n(i state (jov(»rn 
fTierit sponsors and reqiiirements for listin(j in mforniation r(?trt(]^al systems. 

Tfu? Nationai Centor hopes tfiis puhhcation will serve not only as a valuable reference 
tool t)ut (Hso as a niecfianism through which rriateriafs can be more wiciely disseminateKf 

Rob(?rt E. Taylor, Executive Director 
Th(? National Center for Research 
in Vocational Education 
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I his htMulhook w.js (tovrlop^ni to .issist jiithofs in |)re[)«inn<j puhliciliODS to riifrt two 
si»ts of criteria r^?(|U in'riiiMit s of f«,Hler,il «uuJ stiiti? (|ov(»rnfTirnt sponsors «in(J refjuir^Tiu'nTs 
of infof rn.it ion rrtrinvdl systrnis For t)()th sets of crit^nui, conterit iruist \n\ sul)St<inlive. 
<KiiHjiJiit(,'lv (trt<iil<!(J, «in() expUnned in ,in orderly, kxjiCtil f«}shic)n 

In «Ki(iilior> to content recjuuernents, inff^nTUit ior> retrieval systems often re(^uir*» thjl 
Th(? physical jppe.irance of the puhlication rneirts estahhsfied r(.»pro(iiicil)iliTy st«jndar(is 
These standards are especially import, int to thi? tjrowing rujmhf?r of authors wfiOM* main 
rTietfio.cJ of dissernination is throiJ(]fi cjn ir formation retrieval system 

These* putjiication (jiJi(fr»hnes are intonchMi hotfi as a set of written instructions and 
as a ()fiysK:al motiel. To «ichi(?ve st.Jtus as a model, the fiaruibook inclucies s<mi()les of evcny 
publication elpnient discussed Wfien the f)ook doscrihes an element that does not (iirectiy 
apply to this i)ublication (e.g., list of illustrations, hst of t*ibles, etcj, a "pl<K:e.hol(ier " 
paqe was nonotfieless included to coriipfete the model. 

4 

Content, organization and forriiat of publications vary depending on type and use. 
The instructions in this manual, tfierefore, are meant to adjust to the publication urxier 
development. They are flexible guidelines, not iron clad rules, Not every elerTient will 
apply to every publication. It is hoped that authors will view the handbook as a broad guid(? 
to aiti the development of a wide range of written materials that meet the two sets of 
criteria described above. 

Thanks goes to Maria Peterson, Ted Brandhorst, Jack Wilson and Elaine Eigeman for 
the helpful comments. And special thanks also goes to Ohio State Law Professor Peter M 
Gerhart for legal guidance on the section on Copyright Considerations. Joan McQueeney 
Mitric edited the publication » 
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INIHOOUCT ION 



I ht' utirpo*.*' of Wntf'f s (ii/ti/c r, to ,il«Tt ,iutfH)rs to if ti( )( )rt .int <:< )nM( Ifr ,ir k )ns ifi tfir 
(ii4,'P.if ^ittoii of pul)li( .iT(Of»s f^i»si{jp«v fufviDcj stjnd.ird (jrnrr,*! rj»()u(n'rTU'nts for thr f)rpp,ir,i 
tiori of [jrojfi.t rrports <in(J f )ul >l ir.it u)f is. ' rntiny ffMlcrjl .ind sfjtf cKjfncu-, rrtiuirr ttut 
(.ifions t)i» su[)n)(rtiMj to in for nut lor j r<'ln»»v,)l systtMTis for t)r(),Hlr>r ( 1 is^rrti iri.it ion 
Puhlic.jtions rt»sijl!in(j fforn l.if(|r .ind srn.ill projt^t rs ,in(l iruiividu.il rfforts oftf»n do riot rrjcfi 
i,if()<' .iiJcJirncrs A [)r,K tK:jl .ind iHUinofliicil .ilt<*rn,itivr to corninrrcuil diMril)ur»on of sucli 
rntitrr i.il^i^s to rntrr thrni ir)to infor ni.ition r«»trirv.il sv*»t»'fTis 

\* 

Most inforn),nion n>tni»v«il systtMos S4»Um:1 rTMtiTMls for inclusion in t:orn[)ut('ri/*H^ djtcJ 
l>tJs#rs M«jnv of tfit»S4? systtMns riMjuUirly [)ul)lisfi in(h'X4*s «ifinoun(:iru| nicUiUuils <ind sornr offrr 
rnicrof icht* dnd [i,ip»M copy rep)ro<lucti()ns of fisfint rTKitrTijIs It is vMtfi tins Kist (jrouf) tfi^H 
ifiis h^uultiook IS rn«iinly conccrrurd 

Wfide suhstcifit ivr curit»»nt is f,iirly st.indartj crit(?ri,i <nnon(^ dll infornidtK/n rtMrn^v<il 
systems. thos<i oftiinnq a)K:rofK:ht? dnd fi«ird copy rcprotiuct luns disc rec^uire tfidt tfie 
physical fornidt t>f [^ul^ ications ni»?et established reproduction stjruJdrcJs. In d<idition to 
crjterid of content dnci pf>ysicdl dppedrjnce. dll inforrridtion retrieval systems require specific 
ami accurate hihlic^jf aphic inforrnatior) in order to properly recorcj each new acqu isi t lor). 

As a model for authors tg follow tn tfie devoluprTient of puMications, Wrjter's Gunfr 
has four majo^r s«M:tions The first, E'/errwrfts of j P(jt)hr.}tion ^ describes tfie mc'indatory and 
optional parrs of a f)Ljblicar lon and hsts the urderm which tfiey should appear. The seciion 
on Content Rec^tJirenwnts discusses substance "^^nd organi/atiorn. The third section, 
-^Physical Ch<iracterfstic$, deals witfi reproduction and fayout standards. The final section, 
Copyright Constderations , briefly ciescril)es the why and how of copyriqfitinq and alerts 
authors to changes in the 1978 copyright law. 



t 

'The term "public^^r ions" as used m this handbook refers to research report5. lux 
riculum materials (e g . student texts, teachers' and students' (juides. workbooks, etc ), 
administrators' guides, bibliographies, handbooks, guicjelmtrs and any other written mate 
rials to which these guidelines are applicable* 
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^ < ELEMENTS OF A f^ilBLICATION 



This section describes various parts of a publication. It is divided into two sections: 
front matter and b§ck matter. Front matter consists of materials that identify and introduce 
the publication. Back matter consists of references and materials that supplement the main 
text. Not all of thes^ elements are required Jor every publication. Note "mandatory" and 
"optional" labels. " ' "^'^--^ ^ ^ 



Front Matter , <^ ' 

Cover (Optional) 

There are no restrictions for the cover of a publication. It can be simple and direct or 
it can be as imaginative as the author wishes it to b^. However, the cover is the best place 
^ for imaginative colors and graphics. The cover very^ften i^ not filmed for microfiche and 
paper copies (see the section on physical characteristics) and will, therefore, not affect the 
reproducible nature of the publication. Although some type of cover is recommended, it 
is not essential. 



Inside Front Cover (Optional) ^ 

0 

'The inside front cover (if a cover is used) may remain blanki Some organizations use 
the inside front cover to display their mission statement or standard information concerning 
the organization producing the publication. 

} 

Title Page (Mandatory) 

The title page supplies libraries and information retrieval systems with information 
used to identify each publication they acquire. The only information that should be on the 
title page is the title, author(s), institutional author(s), and the date of publication. Where 
this information. is placed on the page is almost as important as what the information is. 

Title. A title may be as long or,short as the author(s) wish(es) to" make it. However, a 
title that is toolong can be confusing or just plain boring; one that is too short may not con- 
vey desired information. It is best to use a title of moderate length and then further explain 
in a subtitle. In this case, the main title is in upper case letters, and the subtitle in upper and 
lower case. Research report titles must include the qualifications of quarterly, interim, or 
final report and the dat^ for which the report applies. Do not confuse reporting dates with 
the date of publication. The subtitle should be placed near enough to the main title to 
clearly indicate that it is part of the title proper. The entire title should appear in the- upper 
third to fourth of the page depending upon its length and the number of authors which 
must appear. 



'Author(s)f. The;individual(s) receiving Credit for the publication should be the next in- 
^formatiori listed. Those who recefye'€4::ecH4:^or a publication.ofteh act in varying capacities' 
'depending upon the publicatian type. There is an order of p^rededen'ce in recording those ' 
. responsible for a pubiication (i.e., an au'thor will be listed ovefs^p editor) and only one, "v 
entry (e,g., authoivecKtor, connpiler, etc.) will be recorded. Therefore, it is necessary to indi- 
cate clearly wh<J this pierson(s) shall be. Examples^include: written by, edited by, conn- 
pjled by, submitted by,Vfitc. As a general rule, project directors are not considered authors 
unless there is some indication that they wrote, edited, compiled, or submitted the publica-*" 
tion. This identification is to be included on the title pagef' 

An author's affiliation may be included on the'title page. However, when an affiliation 
is included (i.e., university or college, organization or. foundation, business or industry, 
school system, etc.), it mwsi be listed directly beneath the author's name and should not 
include an address. Such an affiliation js to oe presented as the author^s location . and not as 
an institutional source responsible for the publication (see below). The author(s) should be 
placed near the center of the title page. 

Institutional author(s). The institutional author is the organizational source of a publi- 
cation. Universities, colleges, schools, school districts, research organizations, business, 
industry, or any corporate body is ah institutional author if it is responsible for the produc- 
tion or issuance of a publication. The institutional author is not to be confused with the 
address(es) of the individual author(s). For example, the author of a set-of guidelines is 
employed at the University of Nebraska. However, the author was commissioned to write 
v:the guidelines by the Ohio State University which is responsible for issuing them. The 
'Ohio State University is the institutional author and the University of Nebraska merely the 
location or address of the individual author. 

Confusion most often arises in the case of conference papers and dissertations where 
usually there is no institutional author. A commercial or university press publishing a manu- 
script also should not be confused with the institutional author. Such publishers are only 
the institutional 'authors if they are responsible for the preparation of the publication (e.g.. 
The University of Chicago Press is both the institutional author and publisher ofV< Manual 
of Style). ^ 

To insure th^ proper credit is given, the format used for the institutional author 
should include the largest and smallest organizational units responsit>1e for the publication. 
An example is Ohio State Universjty, College of Education, Department of Vocational 
Education. The largest and smallest units are Ohio State University, Department of Voca- 
tional Education. Other intermediate divisions may be incjuded but are not necess^ary. 

There is, of course, an exception to this. In the case of very large organizations which 
contain many subdivisions (The Department of Health, Education, and Welfare, for in- 
stance), it is ii)nportant to list intermediate units. When such^n organization is the 
institutional author, it is important to list Jhe office, bureau, branch, division, etc. It 
would be useless to list the Department of Health, Education, and Welfare, Research 
Division due to the number of different research divisions that exist within this organiza- 
tion. 



Place the institutional author within the bottom third to fourth of the title page. 



Date of publication. "Placed just inside the botton margin, the date should be^as com- 
p.lete aS-possible. In the event that month and date are net available, ^he year will be suffi- 
cient. Bear in mind, hovyever, that many publications with similar titles are published in a ^ 
single year) The more accurate the d|te, the easier it is to identify ai^ublicfation as unique. ^ 

r * ' ^ 

Funding Information {Mandatory) ^ ^ , ' 

- Organizations providing funds for the production of a publication should be acknowl- 
edge p^operly.'Project or grant sponsors ofte^r^ require such credit be given. Clearly and 
^ accurately crediting the funding source ^Iso assists information retrieval systems in record- 
ing a publication. 
% 

-ir ' • - 

♦ What is a fundihg source? The funding source or sponsor agency is the institution, 
othefl than the institutional author, which supported the work and ultimate production of 
a pTQclication by providing funds via contract or grant. Funding organizations include 
government agencies, private foundations, business or industriaf organizations, or any cor- 
porate body that funds the work.^ In the past, funding information has been included on 
the title page, preface, acknowledgements, back cover, scattered throughout the publication, 
or any combination thereof. The information that has been listed about a funding source 
has been unclear and incomplete. It is time to gather this information together into a 
standard form. - ' . 

What should be included. This standard^form should consist of a separate page listing 
the project title, the contract or grant number, the project number, the educational act 
under which the funds were administered (e.g.. Part C of the Vocational Education Amend- 
ments of 1968), the funding source, the project officer(s) appointed by the fun^g^source, 
the institution receiving the funds, the project director, and any other informatioln^ertinent 
to the funding of the w(imc. Not all of th is information wiil apply in every case— but when it 
does apply it should be i^luded. 

There are many methods of retrieving a publication once it has been included in an 
information retrieval system. A(jrcurate funding information provides a straightforward 
method (project, grant, and contract numbers are unique). One other thought to bear in 
mind: listing the funding information records that the publication is a result of a particular 
endeavor and no other. ^ 

Format, The same criteria used to list the institutional author apply to the funding 
' source [see the section on institutional author(s)] . The most specific mfo^mation needs 
to be listed so that the sponsor receives proper credit. Project, gKafnt, and contract numbers 



^Educ 
Washington, 



nal Resources Information Center, National Institute of Education, 
^C. ER/C Processing Manual: Rules and Guidelines for the Acquisition, 
Selection, and Technical Processing of Documents and Journal Articles by the Various 
Components of the ERIC Network. (July 1974), p. 169. 



^For projects that produce multiple publications from*^one contract or grant, refer to 
the section containing information about the use of the inside back cover as a place for 
listing related publications. 
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are usually (bj^not always) alpha-numeric. No matter what their form, they are to be listed 
in full. This separate page containing funding information should be clearly identified with 
thewgrds; FUNDING INFORMATION;<:ONTRACT INFORMATION, or GRANT 
•^FORMATJON, as applicable and placed directly behind the title pagerMany funding 
organizations require that ^ disclaimer statement ariBNa statement regarding non- 
discriminatory practices be included. This page provides a good place for sucfe; statements. 

^ The idea of listing the funding information on a separate page is somewhat new. How- 
ever, it is already jn use by some organizations. The Indiana Research Coordinating-Unit 
iacludes such a page in the first of their Technical F^eport Series publications {see Appendix 

aT. ■ 

In the case of funding infof'mation, the more thorough the infornriation, the better. 
Where the information is placed on the page is not nearly as important as whafthat informa- 
vtion is, ^ ^ . - 



Abstract (Mandatory) , 

An abstract is an essential part .Qf every publication. It is a brief, accurate objective 
summary which presents the main points of the publication and allows readers to survey 
contents of an article quickly. For reports, the abstract should include a statement of the 
problenri and the procedures, findings, and conclusions. Normally, an abstract is typed on 
a separate page using block form without paragraph indentations."* Recommended lengths 
vary, but in no case should an abstract exceed one typed page or 200 words. The writing 
style should parallel that of the main text. 

Some publications seem self-explanatory (e.g., bibliographies, student materials, 
teachers' guides, etc.) and therefore without need for an abstract. This is not the case. 
A// kinds of materials benefit from an abstract/especially those scheduled for inclusion in 
information retrieval systems. An abstract of a bibliography for example, gives the user a 
brief summary of the types of materials included and their arrangement. Such a sumrnary 
immediately tells teachers and students what to expect from a publication before they order 
it photocopied. An abstract that is informative, succinct and quickly understood resembles 
an effective sales pitch; it greatly increases the potential audiepce. 

4 

Materials submitted to information retrieval systems should be abstracted. An abstract 
that highlights the main points of the publication increases the likelihood that the abstracts 
will reflect these main points. Remember: an abstract should describe the actual publication 
and not the project work that produced the publication. 

When submitting a series or several related volumes for publication in information- 
retrieval systems the rule of thumb is to include an individual abstract for each work while 
making reference to the series title. Each subwork will be indexed separately, but it will 
be helpful to the reader to know that it is part of a series. 

The abstract should be placed directly behind the funding information. 

— 



■'American- Psychological Association. Publication Manual (2nd edition; Garamond/ 
Pridemark Press, Inc.', 1975), p. 85. ..i 
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Table of Contents (Mandatory) 

The Table of Contents page follows the abstract. Fornnerly, all prelinriinary nnaterials 
were excluded fronn the table of contents (e.g., foreword, preface, and acknawledgennents). 
Current Mandards advocate the inclusion of such nnaterials in the consents. ^ The title and 
beginning page nunnber of each section of the publication should be included. Publications 
that consist of individually-authored papers, sections, chapters, etc. should list the nanne 
of the author for each. . 

- i ' ' 

The style and format of the contents page is left to the author's^discretion. Choose a 
style that is straight-forward and clear. Any of the s^yle manuals listed in Appendix B will 
be helpful. But once a style is chosen, be consistent in its use! 

List of Illustrations, (Optional) 

Maps, charts, [figures, or illustrations used in a publication should be listed on a 
separate page. The list of illustrations page immediately follows the .contents page." The 
style and type of this page should match that of the table of contents. 

Illustration titles included on the list need not correspond exactly with the titles on ^ 
the illustration themselves. If they are lengthy, they may be shortened. Also, in publica- ^ 
tions using only a few illustrations or a great many, a listing is not essential. 

List of Tables (Optional) 

A separate page listing tables used throughout the publication should be placed after 
th& list of illustrations page., The style and type should correspond t8 the contents and 
illustrations pages. Lengthy titles may again be shortened. If only a few tables are used or 
the publication is mainly tabular material, a listing rhay not be necessary. 

Foreword (Optional) 

A foreword is a statemeit made by someone other than the author of the publication. 
The foreword is set in the same style and type as the text, and its author's name appears 
at the end. The foreword author's affiliation may also be given. ^ 

Preface and Acknowledgements (Optional) ^ 

The preface is written by the author of the publication and need be signed only if 
there will be some doubt as to who wrote it (e.g!\a publication with several authors).. 



'^The University of Chicago Press. A Manual of Style (12th ^itipn; Chicago: The 
University of Chicago Presl», 1969),^p. 10. ^ 

^Mbid„.p. 13. ' 




Otherwise, it is assumed to be the work of the authoi^The preface contains the author's 
reasons for undertaking the wo>k, a discussion of the methods used if it i$ pertinent to the 
readfiislijndTerstandfngv acknowiedgements, and permission for using previously published 
materials. If the acknowledgements are lengthy' or if the preface consists entirely of ac- 
knowledgements, they should be placed on a separate page entitled "ACKNOWLEDGE- 

The preface should not contain background materials pertinent to the publication. 
Such material should be included in an introduction to the main text^ 



Back Matter ^ 

The^e are a few absolute "rights" and "wrongs" in the development of a publication. 
Much depends on the preferences of the author and editor or the style manual used. This is 
true for the arrangement of the material^ placed at the back of a publication. The order 
of materials in this section are suggestions and not commands. 

Appendix (Optional) 

An appendix section can be very useful but is not a. required part of every publication. 
Materials contained in the apppndix(es) should be related to. the text and should be in- 
cluded only if they provide further clarification to the reader/An appendix should not be 
used as a catch-all for materials that the author was unable to fit into the text. Examples 
of appended materials include, explanations too long for footnotes, lengthy tables or charts, 
texts of documents or lavys, research instruments discussed in the text, or any related 
materials that would be disruptive to the main text. Omit news clips, memos and project 
correspondence because these often show up in program descriptions. 

When more than one appendix is used, each. should be given a title as welhas a number 
designation: Appendix 1, Appendix 2 or Appendix A, Appendix B. Thd^e numeric pr 
alphabetic designations and the titles are to be included in the table of contents. The 
appendix should be placed directly after the main text. 



Glossary (Optional) . ^ 

When a glossary is included, it ohould appear after the app^endix. A glossary is useful 
when the publication contains many words that are not in the common vocabulary. Such 
words may be technical in nature or specific to a particular field of endeavor. Listing these 
words in a glossary will allow a greater number of people in diverse fields of study to use 
and understand a publication, the glossary should be arranged alphabetically and should 
provide a brief, clear definition for each term. 



Abbreviations (Optional) 

A publication that contains many abbreviations, symbols, or acronyms should include 
a listing of these terms. It is common practice to list the proper hame for which an 



'Ibid, i 
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unfami>6r acronym stan^Js the first time it appears in the iext followed by the acronym 
in parentheses [e.g,, Departme^nt of Health, Education and Welfare (HEW)]. Thereafter, 
only the acronym is-used. HoWever, including a separate listmg of all abbreviations, symbiols 
and acronyms will provide the reader with a single reference source. 

V ■* - \ • ' " _ ' 

Terms incluaed in this listing should be arranged alphabetically and should provide: 
(1) the proper name for which the acronym or abbrevration stands, or (2) a brief, ''i: lea r 
explanation of the symbol. The abbreviations page should be placed behind the glossary. 



Bibliography (Optional) 

A bibliography shall be included whenever the author has referred to other works to 
aid in his/her writing. The form of the bibliography may vary— any of the style manuals 
listed in Appendix B will provide approved formats. Once a style is chosen, use it con- 
sistently. Incomplete reference citations are unacceptable. When footnotes or reference 
citations listing specific page numbers have not been included in the text, page numbers 
should be given in the bibliography. 

Index (Optional) 

An index serves as a reader's guide and facilitates reference work. The inclusion of ^ 
one or more indexes is left ^o the discretion of the author. Publications may be indexed 
in different ways, including: (1) a single, alphabetical listing of topics and proper names and 
the page number(s) on which the information can be foun^, or (2) separate indexes listing 
subjects, authors, and organizations and the page number(s) on which they appear. 

Inside Back Cover (Optional) 

It is not necessary to include any information on the inside back cover (if a cover is 
used). However, for projects that produce several products or for publications that are 
part of a series, the inside back cover should list the names of these related products. This 
listing will aid the user in finding works that have been published as a result of a project or 
series effort. Including the date or estimated date of publication will facilitate locating the 
publication or alert users to the date when another can be expected. This listing also pro- 
vides a record of the project's work. 

The inside back cover also can provide a good place for listing ordering or subscription 
information. When this is done, the ordering address, price of the publication, and required 
forms of payment should be included. 

/ 
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coi4j(ent requirements 

The Body of the Publication 



"he content of all publications should be as cbmplefe as possible. The reader will 
find a work to be the most useful when sufficient information, explanation and detafi are 
provided. Federal and state governrrtent sponsors require that project repdhs include 
detailed information with respect to ttie problem, procedures, findings, conclusions and 
recommendations of the funded work; Publications that lack substance or wide applicability 
usually are rejected by information retrieval systems. The nature and purpose of the pubiica- 
tion will determine the kind and extent of infornjation included. 

. - ^ r ' 

Research Repo^ 

The essential elements of any report include: (1) an introduction stating the problem, 
its significance and the need for the study; (2) methods research; (3) results; (4) conclu- 
sions and implications; and (5) recommendations. 

The introduction should provide the reader with a general orientation to the report 
and include a broad discussion of the problem, a review of related literature and any limi- 
tations to the study. The section describing methods and procedures should identify and-^ 
discuss survey or evaluative instruments used in the work arid samples of these instruments 
included in the appendix. The findings and results of the study should be supported by the 
data presented. Results should be described carefully as much of the value of the research 
rests on this section. The conclusions and implications that are drawn from the research 
must be in accordance with the results. They should be clearly and simply stated and high- 
light what was and was not accomplished. Recommendations when made, should center on 
possible uses for the research results with respect to educational practice or future research. 



Curriculum Materials 

The subject matter, format and organization of curriculum materials varies with the 
target audience. There are, however, certain elements that are necessary if the materials 
are to prove valuable. These include: ( T) a description of the learner group, (2) objectives, 
and (3) evaluative materials. 

Curriculum materials should indicate clearly the age and/or developmental level of- 
' the intended user group and should be designed to 'fulfill the needs of this group. Objec- 
tives should be simply and adequately stated with sufficient materials and methods provided 
to fulfill these objectives. Adequate evaluative measures should be included either in the 
form of testing materials or in the instructions for gauging student progress and under- 
standing. 



t1 
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Two important ccwnsiderations in t^e development of mBlSf^als are appropriateness 
in regard to the intended learner grouf/ and-the presence of bias towards individuals 
groups wi^th,cesppct to age, race, sex and exceptionality. Below is a checklist of criteria 
that can be usq jul when developing curriculum, materials. The checklist is not intended to 
beromprehensi^; rather it is designed as a useful and usable guide to developin'g materials. 

1. Are the materials appropriate to the^^ge of the students?' 

2. Are the materials appropriate to^he developmental, level of the students? 
3f Is the content of the materials accurate?\ " . 

4. Is the coverage of the topic thorough? 

5. Is the content of the materials current? 

6. Will the materials appeal to student interests? ' 

7. Does the contafit reflect planned goals and objectives^ 

8. What is the format and organization of the ma^rials? 

9. Are the graphics attractive? 

10. Is the language uncluttered, clear and appropriate to student understanding? 

1 1. What will the lifespan of the'matCTials be? - 

12. What will the cost of the materials^be? 

13. What will be the advantages and disadvantages of using these materials? ^ 

14. What types of equipment will be necessary for use with these materials? 

1 5. Are the materials designed for use by individuals, groups, or both? 

16. Are the materials designed to be used easily by the student? 

1 7. Are the suggested teaching techniques clearly identified and defined? 

18. Are there evaluative materials or measures included in the materials?/" 

19. Do the materials contain language that is racist or biased? 

20. Are races or ethnic groups presented in stereotypic roles or occupations, menial 
or serving tasks, or as incompetent or confused? , 

21 . Do the graphics support the ideas presented in 20 above? 

22. Do the graphics present current styles of dress of races or ethnic groups? 

/ 

/ 
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23. How is the language and behavior of races and ethnic groups handled— are tnere 
any indications of inadequacy? ^ ^ ^ 

^24.^ How are older people depicted— are the/c'ompetent or helpless? . 

25. \Do the materials represent people who ara exceptional? ^ . 

26. Are people with exceptional/fies Mmited to the physically^ handicapped? ^ 

X. U \ ' ^ 

27. Do th^ materials include sucn exceptionalities as gjftedness, behavioral prol>t€jns, 
hearing irr^pairments, learning cjisabilities, mental retardation, multiple handicaps, 
neurologicaJ^problems, physical handicaps, and serious ^rhotional problems? 

, - 28. Hc/^ are the peopte^ith exceptiorf^litiQS depicted— as active and involved wRh 
* ^ others or isolated and helpless? 



*.29. Do the materials represent any form of tokenism with respect to age, race, sex, 
or exceptionality? 

r • 

^; 30. Are the materials free from the value judgments in language and graphics with 
^ respect.jo all individuals and groups? 

31. Is the worth and uniqueness of all people emphasized rather than the differences 
that exist. ^ 



Organization of the Content 

Publication type determines the content organization. For example, a research report 
or a student textbook is usually divided into ch^ipters; a bibliography is divided into 
sections organized by subject area. The first page of each chapter or section should begin 
on a right-hand page. Headings for subtopics within a chapter or section must stand out in 
the text. Any of the style manuals listed in Appendix B can provide acceptable guidelines 
for organizing the major divisio(^ and subdivisions of a work. 



^Jezierski, Kathleen, Comp. Collage: A Collection of Career Education Resources. 
(Sprmgfield, Illinois: State Board of Education, Office of Education, 1977), pp. 8-10. 
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PHYSICAL CHARACTERISTICS 

PiJblications that are selected for inclusion in an information retrreva' system must 
meet'cerfein criteria. Foremost*!^ that of substantive content. The report must say some- 
^ ^ thing worth saying and say it well. This requirement is standard in all information retrieval 
systems and is discussed in the content section pf tRese guidelines. Papers submitted to in- 
formation retrieval systems that offer microficfS^^and paper copies of publications they 
announce, must also meet certain physical requirements. 

Publications offered in microfiche and paper copy undergo several generations of re- 
production. To prepare a publication for microfiche, the original publication (the copy re- 
ceived by the information retrieval system) is filmed to produce a master, from this master 
a print master is made, and it is from this print master that the microfiche is made. When 
paper copy is requested, the microfiche is processed on an enlarging machine which 
produces a paper copy of the publication. 

If the original copy of the publication is of poor quality, each successive generation 
will be poorer still. For this reason, publications that are of marginal physical quality often 
are not accepted by an information retrieval system even though the quality of the content 
may be high. There is no use announcing to the public that copies of a publication are 
available if the copy they receive will not be usable. ^ > 

i , ^ 

The two factors which most affect the physical quality of a publication are ( i) the 
reproducible nature of the type size and face, the color of the paper and ink, the weight 
and size of the paper, photographs and illustrations, and the methods used to print or 
reproduce the publication, and (2) the layout of materials with respect to "white space," 
pagination, and margins. 

Reproducibility / 
Type f 

Type size that is smaller than 6-point is difficult to read and does not reproduce well. 
Publications that are printed with type that is smaller than 6-point (even when the original 
is of good quality) and then undergo several generations of reproduction will not produce 
usable copies. Information retrieval systems generally do not accept publications that have 
used smaller than 6-point type. 

Choose a typeface that is clear and easy to read. The occasional use of italics is fine 
for highlighting a main point but avoid using italics for an entire publication. Italics are 
difficult to read and generally do not reproduce well. The publication should be examined 
for type that is faint, smudged, or broken. Faint type usually is the result of an old type- 
writer ribbon or a poor duplication job. Smudged type occurs when characters are printed 
over one another or from a spread or diffused image around the characters. Both result in 
a confused character image. Broken type results from the consistent dropping of portions 
of characters (i.e., the left or right side, the top, or the descenders).^ 



^Educational Resources Information Center, National Institute of Education, 
Washington, D.C. ERIC Processing Manual: Rules and Guidelines for the Acquisition, 
Selection, and Technical Processing of Documents and Journal Articles by the Various 
Components of the ERIC Network. (July 1974), p. 95. 
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Th*» Curriculum euide for drafting occupations is one of 
five guides -K^rit ten and field tested in a project to develop 
statewide articulated competency-based curricula in selected 
vocational education programi. Contents of the guide are di- 
vided into ei^ht curriculum level*, and students should be 
able to enter the program at the appropriate level of their ex- 
>iN . ' ^ perience. The first four levels cover basic drafting skills, the 

"T" fifth is a general knowledge level covering overlapping areas 

. ^ that each specific field has in common, and the Last three 

levels are advanced levels in the fields of: Architecture. Map- 
ping. Piping. Mechanical-Machinery, and Structural Steel De- 
tailing. Related technical subjects and mathematics are of- 
fered at all levels. Each level is divkjed Into teaching units and 
contains a brief description of the unit, performance objec- 
tives, and criterion-referenced measures. Following each of 
the curriculum levels is a list of job opportunities with their 
corresponding Hictionary of Occupational Titles code num- 
ber. A three-level strength of materials curriculum is also in- 
cluded along with a bibliography. 



A Sample of 6-point Type 



Color of Paper and Ink 

Colored paper and ink will not reproduce in their original color and will affect the 
aualitv of reproduction. Publications that use color to convey meaning wilt generally be 
announced by an information system but will not be made available in microfiche and 
paper copy. Instances where color is used to convey meaning include paint samples, color 
spectrums, textile swatches, or graphs using more than one color. Graphs and other mate 
rials that depend on various shades of one color generally do not reproduce with the desired 
color differentiation. Publications that are printed using diazo or spirit duplicator tech 
niques (e.g., Ozalid-blue-line process, ditto, etc.) or colored inks (e.g., blue, green, orange, 
or yellow) run a high risk of poor reproducibility and thus rejection by an information 
system. 



The use of black ink on very dark colors of paper (e.g., dark red, dark bide, dark 
brown, dark green, purple, etc.) or tone-on-tone printing (e.g., brown ink on brown paper) 
can result in publications that will not reproduce. Papers that are medium shades of 
color can present difficulties. If there are doubts about the reproducible nature of a paper 
color, a few simple tests on a photocopying machine should provide the answer. What 
is required is a distinct, easily read^copy that will stand several generations of reproduction 
Of course, the most secure choice is light colored paper and black ink. 



Weight and Size of Paper r- 

The weight of paper used for a publication only presents a problem when printing 
Appears on both sides of a page. If the page is translucent (e.g., onionskin paper), the print 
tends to "bleed" through during reproduction. When the text of a publication is printed 
on both sides of a page, no less than 20-pound paper should be used. Twentypound paper is 
the weight of most photocopy paper. If there is doubt as to the weight of paper being used 
for a publication, inquiries should be made prior to printing or duplication. 



Ibid., p. 96. 
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The ideal paper is 8V2" x 11". This is standard letter-size paper. Small sized paper will 
not present reproduction problems; larger p^per will. Pages larger than SV?" x 1 1" must be 
filmed on more ,than one frame. When this is done, users often encounter difficulties m read 
ing microfiche or paper copy reproductions of a publication. 

Photographs and Illustrations f 

Photographs do not reproduce well unless they have been especially screened for film 
ing during initial publication development. Publications that depend heavily on photogranhs 
to transmit information will usually be announced by an information retrieval system but 
wilj not be made available in micrqfiche or paper copy reproductions. If photographs are 
scattered throughout the text but the information they portray is explained fully in the 
narrative, the publication will generally be accepted. Remember, however, that the cost 
of d publication in microfiche or paper copy is based on the number of pages. Users are 
often dissatisfied when they must pay for photographs they cannot use. When photographs 
are grouped together in one section and are not essential to the content of the publication, 
they.often are removed by the information retrieval system before processing.^* 

As described in the section on colored ink, illustrations that depend on color to convey 
meaning do not reproduce the desired variations. Illustrations that are simple and distinct 
make the best reproductions. 



Printing 

There are many methods of printing and reproduction that can be used to produce 
good copy. It is not necessary to commercially print a publication. All that is required by 
information retrieval systems is a clear, clean distinct copy of the publication. A good 
photocopy meets all of the necessary requirements. However, there are some methods of 
reproduction, cited in the section on colored inks, that generally produce unacceptable copy 
(e.g., Ozalid-blue-line process, ditto, etc.). Regardless of the method of printing or repro 
duction, the copy of the'publication that is sent to the information retrieval system should 
be checked page-by-page to determine that each page meets the criteria fpr reproduction. 
A few minutes spent in checking a publication before it is submitted will help ensure that 
it is not rejected merely because it will not reproduce well. 

X Layout 

How a publication is arranged or "laid out" will affect the ease with which it can be 
used and understood, reflect positively or negatively on the organizational capabilities of 
the author, and at times affect the reproducible nature of the publication. Arrange the 
text so there is sufficient "white space" on the page. Print should not be crammed together 
to give the effect of a maximum amount of information in the minimum amount of space. 



" Ibid., pp. 96 97. 
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t.ich sf^ction nnrj sut)Sf?ction should be preceded by headings, and pages should be nurnherrMi 
seauenridily rit the bottom of each page using arabic numerals. Puhlic4|ions that do not hdve 
numbered pages are riif ficuft to use and almost impossible to cite as references. 

The standard for margins is an inch to an inch and a half 1"- 1V1>") at the top, bottom, 
right, and left. Binding processes make a left margin of 1 V/' mandatory. When publications 
are preoared for filming, the bindings are cutoff automatically. If the left margin is too 
small, some of the print could be cut off and the microfiche and paper copy reproductions 
dffecTed. 
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COPYRIGHT CONSIDERATIONS 

Authors should copyright their work because this gives them the exclusive right to sell, 
distribute, reproduce, perform, display, translate and revise their work and prohibits others 
from doing the same without permission. 

New copyright legislation effective January 1, 1978, generated confusion in some ' 
circles. The best protection policy is still to include a notice of copyright in any published 
work or in a document submitted to an information retrieval system. Should an author in- 
advertantly forget a copyright notice "on a relatively few copies" of th^ document, how- 
ever, the new law offers copyrrgtnt protection if the copyright is registeredsA^ith^in five years. 

This means that the author can protect himself/herself only against FUTURE copy- 
right infringements. Documents distributed without copyright notice are not protected and 
may be used by-others without regard to author preference. 

A notice of copyright is written by the author and includes three elements: ( 1 ) "the 
word 'copyright,' the abbreviation 'copr./ or the symbol © "; (2) "the name of the copy- 
right owner(s)"; and (3) "the year date of first publication. Example: © John Doe 1975." 
The copyright notice should be typed by the author and prominently displayed in the front 
matter of the book. Traditionally, it is placed on the page following the title page. 

In works done for hire or under contract or government sponsorship, the copyright 
belongs exiusively to the employers or sponsors unless terms of the prant define the author's 
rights. Agreement should be reached with the project sponsor or employer on limitations 
of the copyright and distribution of royalties. 

Registration of a copyright with the Copyright Office is further evidence of copyright 
and is necessary if you are going to sue someone for infringement. Registration costs $T0, 

Authors must avoid infringement upon the copyrights of others. While "fair use" 
conventions given authors some leeway to quote the work of others, it is safest to seek and^, 
obtain WRITTEN permission of the author or copyright holder. Authors who publish or 
otherwise distribute a publication must take responsibility for copyright infringement t)r 
plagiarism. 

Authors who want their publications included in an information retrieval system 
should include a letter when they submit the article which either'grants or withholds per- 
mission for the document to be reproduced in microfiche, paper copy or both. This should 
be done even when the publication is not copyrighted. 



As cited in Library of^Congress Copyright Office. General Information^ on 

ington. 



Copyright: Circular L Washington, D.C: U.S. Government Printing Office^ 1975, p. 5, 
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APPENDIX A 



Sample from Indiana RCU Technical Report Series 



GRANT INFORMATION 




Grantor 



G rantee 



Indiana State Board of Vocational and 
. Technical Education 
401 Illinois Building, 17 West Market Street 
Indianapolis, Indiana 46204 

Project Number: 47-83-C* 

Purdue Research Foundation 
Departnnent of Education 
Purdue .University 



Project Staff: 



Dr. William B*^Richardson 
Associate Professor 
Department of Education 
Purdue University^w' 
West Lafayette, Indiana 47906 
(317) 749-2093 



.4 

Dlr^ectors 



**Dr, Joan McFadden 
Associate Professor 
Department of Vocational and 

Technical Education 
University of Minnesota 
St. Paul, Minnesota 55108 
(612) 373-1530 



*This report has been published in The Journal of Vocational Education Research, 1976, 
/, (3), pp. 3-14, 

** Formerly of Purdue University 
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APPENDIX B 
Suggested References 

American Psychological Association. Publication Manual of the Arrfbrican Psychological 
Association, Second Edition. Washington, D.C.: American Psychological Association, 
1974. 

Educational Resources Information Center, National Institute of Education, Washington, 
D,C. ERIC Processing Manual: Rules and Guidelines for the Acquisition, Selection, and 
Technical Processing of Documents and Journal Articles by the Various Components 
of the ERIC Network, July 1974. 

Turabian, Kate L, A Manual for Writers of Term Papers, Theses^ and Dissertations, Third 
^ Edition,. Revised. Chicago: The University of Chicago Press, 1967, 

United States Government Printing Office. Style Manual, Washington, D.C.: United States 
Government Printinig Office, 1973. 

The University of Chicago Press. A Manual of Style, 12th Edition. Chicago: The University 
of Chicago Press, 1969. ^ 
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GLOSSARY 



Back Matter; ; . .materials placed at the end of a publication 

including appendix, glossary, bibliography, 
etc. 

Cold-Type. . . photographically produced copy tHat does 

^ ^ not utilize metal, hot type 

Diazo a photocopying machine which produces 

CO Id -type proofs 

Ditto a duplicating machine that uses analyne 

dye to produce copies 

Front Matter materials placed at the beginning of a publi- 
cation including title page, contents, preface, 
etc. 

Institutional Author .the organization or corporate source 

responsible for preparing or issuing a publi- 
cation 

Ozalid-btue-line Process .the trade name of a machine that uses an 

amonra process to produce copy printed in 
blue 

Tone-on-tpne Printing A using the same colors of ink and paper; the 

ink in a somewhat darker shade 
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ABBREVIATIONS' 



Abbreviation, 
Acronym, or 
Symbol listed 
in alphabetical 
order 



Proper name or explanation of symbol 



*Although no abbreviations, acronyms, or symbols were included in the text, this "place- 
hofder" page was included to complete the model and provide the user with an example 
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